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SERVICE Book. 
[Opening page. ] 
al Name. 
2. Race. 
3. Residence. 
4. Father’s name and residence. 


5. Date of birth by the Christian era as nearly as can be 
ascertained, 

6. Exact height by measurement. . 

7. Personal marks for identification.* ; 

8. Signature of officer whose services are therein 
recorded.* ; 

9. Signature of Chairman.* 


* N.B.—These two signatures and the personal marks should be renewed or re- 
attested at least every five years. ; : iz, ; 
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oe -— Unatrution Sor filling in the blanks. —Name, address and father's n name i 
of obligr.—See Act 111 of 1884, section 9. 
KNOW ALL MEN by these presents that.......,-sosserree 
__and held and firmly bound unto the Chairman of the Muni-_ 
ve eines Commissioners Of. esevee | < .-hereinafter 










ic ewsnietoerer’ 









ee 
which payment well and truly to be made, I bind myself 


my heirs executors administrators and representatives firmly — re 






by these presents sealed with my seal dated this......day of — 


sevesereeeeeses L 89... and I do hereby for myself heirs executors 
administrators and representatives covenant with the Chair- 


man his successors and assigns that if any suit shall be — 


brought touching the subject matter of this obligation or the 
condition hereunder written in any Court subject to the 
High Court of Judicature at Fort William in Bengal other 
than the said High Court in its Ordinary Original Civil 
Jurisdiction the same may at the instance of the Chairman 
be removed into tried and determined by the said High Court 
in its Extraordinar’y Original Civil Jurisdiction. 


Whereas the above bounden....... Piles Sy has been 
appointed to and now holds and exercises the office of...... 
hata te SeveWhicswsiskccace a OSS oe cae and his duties at 
present are as follows.........Resccecescsscersesees sovessetwecaiees 
AMG WRERBAS CHO BRIG. -5s0.. .00ce.ccdes cess deucoces toes is further 


bound to keep true and faithful accounts of his dealings 
with all property and moneys which may come to his hands 
or possession or under his control such accounts to be in the 
form and manner that may from time to time be prescribed 
by duly constituted authority and also to prepare and submit 
such returns and such accounts and other documents as he 
may from time to time be called upon to do AND WHEREAS 
the. said.......+00. soaguevns ners vonwecuewpanas has been called upon 
by the Chairman in consideration of his said appointment 
to deliver to and deposit with and endorse over to the 
Chairman Government securities to the extent of* Rs 
soneneies. and as he is not in a position to do this at. once it 
has been arranged that he should monthly and every month 
pay to the Chairman (by deductions from his pay if the 


Chairman shall so think fit) the sum of Rs..............65 until 
he shall have paid the full sum of Rs.............+. csakseqhiine 
Government securities for Rs...... disse besanahieees shall have 


been purchased delivered to deposited with and endorsed 


over to the Chairman his successors or assigns for the purpose * 
of in part securing and indemnifying the Chairman his suc- — 


cessors and assigns against all loss injury or damage which 





* (This will be modified if the Government securities are deposited.) 
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She or they might “or may in. any way suffer by reason 


of the misconduct neglect default oversight or otherwise 
OLAS CWI sucss she saeee in edie + <ess0s0eosd-yecededuaguadoepegear mone: 
seeeeeceseeeceesereceeeeeesOF ANY person or persons acting under 
him or for whom he may be held responsible and WHEREAS 
the said.....-.cccsecesseesserreeeeeeeeeelas Entered into the above 
bond in the penal sum of Rs........-.eeepeeee eee es conditioned 
for the due performance by him of the duties of the said 
office and of any other office to which he may be appointed 
at any time and of the duties appertaining thereto te- > 
spectively or which may be required of him and for the 
indemnity of the Chairman against loss injury or damage as 
aforesaid. Now rue conprrion of the above written bond 
igsuck-that if the snid.............00...00000 has whilst he has 
held the snid office of..........:...c0sesecees as aioresaid always 
duly performed and fulfilled the duties of the said office and 
if he shall whilst he shall holfl the said office or any other 
office to which he may be appointed or in which he may aet 
always duly perform and fulfil all and every the duties 
thereof and further sball and will monthly and every month 
pay to the Chairman his successors and assigns by dedue- 
tions from his pay or otherwise the sum of Rs......... ciseeeees 
until he shall have paid the full sum of Rs.........0.. yeewas ne 
and Government securities for Rs...............660 shall have 
been purchased delivered or deposited with or endorsed over 
to the Chairman his successors and assigns in manner afore- 
said and shall also indemnify and save harmless the Chair- 
man his successors and assigns and all and every the Corpo- 
ration or person or persons concerned of and from all and 
every loss injury and damage which has been or shall or 
may at any times or time hereafter during the service or 
employment of the said............ssecescssess in snch office és 
aforesaid or in any other office be sustained or suffered by 
the Chairman his successors or assigns or any Corporation or 
person or persons concerned by or by reason of the act 
neglect failure misconduct default disobedience omission or 
insolvency of the saidk.............s0.s000 ON ie 
or of any person or "ome acting under him or for 
whom he may be held responsible then this obligation 
shall be void and of no effect otherwise the same shall 
be and remain in full foree and virtue provided always 
and it is hereby declared and agreed that the said sum of 
Rs....ssseeeeeeseeeeeeeet@ be so gradually deposited as aforesaid 





or the Government Promissory notes for Rs.........scseeeseeeeee in 
to be so purchased and retained: or delivered as aforesaid — 


respectively or such other Government security or securities 


to the same amount as the Chairman may consent from 
time to time to accept and receive in lieu or in exchange 

for the same and the interest thereof respectively shall es 
and remain with the Chairman as such security to the 
Chairman as aforesaid with full power to the Chairman his 
successors or assigns as occasion shall require to appro- 
priate the said money or to sell and dispose of the said 
Government securities or a sufficient portion thereof with 
the interest thereof and to apply the proceeds thereof in 
and towards the ihdemnity as aforesaid of the Chairman or 
otherwise as aforesaid but nevertheless the interest of the 
said Government securities may in the meantime be paid 
over as the same shall be realized if the Chairman shall think 


GEA SIG BAI 5. sv eosees soveweoe ten coadseeoseieos -And it is hereby 
lastly agreed that on the final termination of the service of 
the Said... 6.00. Wukjhvssiaein ia taehasacaeeeneets the said sum of 
Raicgevesssessrevess or the said Government Promissory notes 
se ad: aap as the case may be or any notes that may 
be substituted therefor and this Bond shall remain with the 
Chairman for..........+0++ calendar months as security against 
any loss that may have been incurred owing to the act 
neglect or default of the said...........s+sees0s- s7Schaes atehate 


or any other person or persons as aforesaid and which may 
not have been discovered until after the termination of his 
service and his liability hereunder shall continue until the 
expiry of the said term of......... calendar months. 


be APPENDIX A. 


Procedure to be adopted by Municipalities for the collection 
of the tax on persons occupying holdings, the rate on the 
annual value of holdings, latrine rate, lighting 
rate, and the water rate. 


~ GENERAL. 


1. In manicipalities in which there is a responsible 
paid Secretary, any duties which are assigned to the Vice- 
Chairman in the rules contained in this Appendix may, 
under the written orders of the Chairman, be performed 
by the Secretary. _ 
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* 2. The general principle of the foll 

there shall be a demand register in which all changes in the — 
demand are to be entered und from which the'bills are to 


be prepared. The bills, when written out, are to be entered — 


in a Bill Register in which the satisfaction of the bills by 


bills issued as shown in this register must agree with the 
total of the demand for the same quarter in the Demand 
~ Register. For each officer entrusted with the collection 
of bills an account or ledger is to be kept in which he will — 
be debited with the demand for the quarter as shown in the 
Demand and Bill Registers, and credited with the collections 
and remissions. These accounts are to be closed and balanced 
monthly and the totals of the several accounts are to be 
brought together in the form of a progress statement to. 
show the state of the entire collections. : 

The rules for carrying out the principles indicated 
above allow of alternative methods to meet the requirements 
of the largest and smallest municipalities. If there is a 
sufficient establishment it is desirable to keep the Assessment 
Department distinct from the Collection Lepartment. The 
former, which might be placed in charge of the Head-Clerk, 
should keep the Demand and Mutation Registers and, 
prepare the bills and progress statements, and the latter 
should deal with the collections and post the settlement of” 
the bills in the Bill Register. But if the same officer is in 
charge of the Collection and Assessment Departments, the 
Demand and Bill Registers may be combined (see Rule 13), 
and the Remission Register may, if convenient, be combined 
with the sarkar’s ledger (see Rules 27 and 49). The Vice- 
Chairman shall aera the duties between the Head-C 
or Accountant and the Tax-Daroga, so as to distribute the 
work evenly, and to keep, if possible, a cross check on the 
accounts of the Collection Department. The satkars who are 
employed in the actual work of collection shall not, however, 
be allowed to prepare the bills or have aceess to the Bill 
Register (see Rule 40), and the Accountant or Head-Olerk 
shall in every case audit the cancelled bills, as provided in 
Rule 23, and check the progress statements (Rule 51). _ 


Drvision or THE Municrean Arwa into Circies. — 
3. The municipality shall be divided into collectin; 
circles by a calculation bad te 
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ving rules is that 


| 


collection or remission is to be posted, and the total-of the — 


on the area of ground to be | 
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traversed and the number of bills to be delivered. Each 
circle shall be numbered, and to each circle shall be appoint-. 
eda sarkar” The collecting circles should be as compact as 
possible, and so arranged as to distribute the work of tax 
collecting evenly among the sarkars. No cullecting circle 
shall contain more houses than can be visited by one sarkar 
during the working days of a month. 

4. The circles having been determined, and the assess-- 
ment list, or the valuation and rating list prescribed by sec- 
tion 112 of the Act, having been published, the registers of 
the municipal rates and taxes shall be opened. 

5. Whenever a municipality levies a house-rate upon 
owners and also a rate or rates upon occupiers for water, light- 
ing and latrines, a double set of registers shall be opened, 
i.é., one set for owners and the other for occupiers. When 
two or more rates are chargeable to the occupier, they may 
be drawn on one bill, and, if found convenient, the necessary 
additional columns may be introduced in the forms and 
registers, so as to avoid keeping a separate set for each rate. 

6. ‘When the tax on persons and the rate on holdings 
are both in force in the same municipality, duplication of 
the forms may be avoided by making the divisions of the 
collecting circles coincident with the wards in which each 

te is imposed. By this means there will be a complete 

ivision of the two rates throughout the accounts, but it 
» may be found preferable to keep a separate progress state- 
ment, Form L, for each rate. 

7. The following is a list of the forms and registers 
whieh shall be kept :— 

i» A or B.—Demand registers, by circles, 

C.—Petition register. (This may, if convenient, be 
kept by circles.) 

D.—Mutation register, by circles. 

E.—Remission register, by circles. This may be dis- 

ensed with in certain cases. (See Rule 27.) 

F.—Bill forms, , 

G.—Stoek book. © 

H.—Bill register, by circles. (This may be combined 
with the Demand Register, Form B, see Rule 13.) — 

I.—Sarkars’ collection registers, by circles. 

J.—Transit register, by circles. 

K.—Sarkars’ ledger, by circles. : 

0, BMM 22 :. 
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L.—Progress statemer 
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cite Tug Demanp Recisrers. 

8. The Demand register shall be in Form A. 
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Form A. © Pi 
Cracix No. :..3.3 


Demand register of the........,for 189,..189.... 
Se eS 
Supseqvent ReEvI- : 


As per first SIONS, 
demand. 
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Reference to cutry 


| Futurerate: 


Quarterly in; | 





Remarks, 








mutation vegist or. 


stalment. 
stalment. 


Description of holding. 
order. 


Date cf revisin 


Name of assessee. 


* | Annual value. 





| Number on assessment or I. 
rating «nd valuation list 
* Initial- of the Viee-Chair- 


| Anuual value, 


| Quarterly in- 
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A separate volume shall be assigned to. each collecting 
circle. Columns 1 to 5 shall be filled up from the agsess- 
ment or rating list. Sufficient space shall be left betygen 
each name for posting revisions. Spaces may also be ‘eft 
at the end of each street or mahalla or other convenient | 
interval for the insertion of new holdings brought under | 
assessment, _ —. : ean 

9. Before the pre aration of the bills is commenced, 
the Demand Register shall be totalled. This should be done, 
if possible, at least a month before the beginning of the first — 
quarter of the tig from which the revised assessment will 
take effect. The totalling may, if it be found convenient, 
be made by subdivisions, but these subsidiary totals must’ be 
carried forward or summed on a separate page of the Demand _ 
_ Register, so as to arrive at the total of the circle. When 


is 
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aes 


F Geeta a take * 
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q the total has TREES the “Vico‘Ohsirmas Savivtiey ora 
werent appointed for the purpose, shall carefully com-_ 


e the entrtes in columns 1 to 5 with the assessment or 
or list, and with the orders of the Commissioners of 

vt and shall sign the register in token of having made 
ib comparison. 

10. As petitions against the rating list come in (see 
Rules 16 ai 17 below), the number and date of each shall 
be noted in column 11, “ Remarks.” Any reduction allowed 
after the Demand Register has been written up, but before 
it has been totalled and the preparation of the bills has com- 
menced, shall be entered in the assessment list or rating and 
valuation list, and the entries in columns 4 and 5 of the 
Demand Register shall be corrected, but all. subsequent 
alterations shall be noted in columns 6 to 8, with reference 


to the orders of reduction or enhancement contained in the 


file of orders and the Mutation Register. 
11. The Vice-Chairman shall take care that the De- 


mand Registers are free from erasures, and no alterations — 


shall be made in them except under the initials of the Vice- 
Chairman or other officer empowered to sign for him. 

12. The total originally struck in the Demand Register 
shows the demand for the first quarter of the assessment. 
To arrive at the demand for the second quarter it is necessary 
to add the new and enhanced assessments made during the 


_ first quarter, which take effect from the second quarter, and 


similarly to deduct permanent remissions or reductions in 
the demand. The calculation will be shown thus :— 
Rs. 


Demand for first quarter of—as per column 5, Demand ao were 
Agd new and enhanced assessments ore 


Total 


Deduct remissions and redactions 


Demand for the second quarter of ; 


original total struck in tie Demand Register, or they ma 
be noted in an abstract on the opening page. The total of” 


ina Separate abstract. — 


Nore. If the eon ‘on the valuation at which the rate is sa ia 
‘hanged under eas ese rae atta 






all the circles may also, if desired, be brought into one View 





and so on, from quarter to quarter, until the assessment is 
revised. These entries may be made in continuation of the — 


- 


a7 
ae J 
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fi 


a harks at eras eit = 
ur columns between 5 and 6 ; or by re-writing fay 

18. The Demand Register is the ptinvipal record of 
the Assessment Department, and the offtcer in charge of that 
department shall be responsible for seeing that it is correctly 
prepared, and that all alterations therein are attested by the 
proper authority. 
the Collection and Assessment Departments, 


it will be nt 
968A. mns 4 ee or 7 and 

an additional eee 
Register. 


When, however, the same officer controls | 
the Demand . 





with section s 
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Register may be kept in Form B, which also serves the pur- - 


poses of the Bill Register. 


















































Form B. 
Crrorz No....... 
Demand and Bill Rez Reaisten Gf Thbecsencoe FOP AED Seco LBD. 5 2006 
Demayp Recister. f Birt Resister- 
. iis Le 2 git 
5 | | First quarter. ref 
e a 
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| f 
| o 
| | 














Nore.—Any necessary particulars regarding remissions can be entered in 
columns 10, 15, 20 and 25.“ Remarks,” orcolumms 8 aud 9% mey be subdivided 
so as to show remissions separately from payments. (See Rule 88. below. ).The 
* Remarks ” columns muy also be used to record the receipt of notice of vacancy. 


14, The demand portion of this register (columns 1 to 
5) shall be prepared in accordance with the directions given in 


Rules 8 to 12 above, except that all corrections will be made | 


by altering the figures shown in columns 4 and 5. _ If, how- 
ever, this is found to be inconvenient, additional columns 
(6 to 8, Form A) may be inserted to show the revisions. 
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15. The register will require to be rewritten annually 
ening = lust. quarter of each year. Careful comparison 
must then be made of the entries relating to the assessment, 
columns 1 to 5, in the old and new registers, and the total 
of the first quarter brought out by addition shall be proved 
with the figures arrived at by adding to and deducting from 
the demand of the last quarter of the previous year the 
increases and decreases in the Mutation Register. The Vice- 
* Chairman shall sign the register in token that the agreement 
has been made. The portion relating to the settlement of the 
demand will be written up in the same manner as the Bill 
Register, Form H, as provided in Rules 88 and 39 below. 


PETITIONS, 


16. Petitions against the assessment should, if possible, 
he presented in forms of a uniform pattern. The use of the 
form annexed to these rules is suggested for this purpose. 


17. Petitions shall be registered in Form C by means 
of which the progress made in dealing with petitions shall be 
watched. . 


Form C, 
‘ Prrition RxeistEer. 
Register of Petition jor exemption from or reduction of... 
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 Caances In THE Demanp. 
18, Ail permanent alterations in the demand, whether 
as increases by new assessments, or the enbancement ot the 
existing assessments, or us decreases by the cancellation or 
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redcoti of ¢ ore biases sll peor 
register of Mutations in Form D. . 


Morariox RuGISTER, Powis D. 


Register of changes in the permanent demand made 
during the quarter ending :— J 
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Number | ‘Nene | eevee ON DEMAND. | In ial Y 
Serial | Date of Subdivi-lin, ritany,| oS hereea-emmearuaep aan Fh ae 
‘Saumber, | order. | sion. | in D cae Se parame A 
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19. This register shall be written up from the wondee: 
passed by the revising authority, and shall be totalled at the 
close of each quarter. The total of the increases shall then 
be added to the previous quarter's demand in the Demand 
Register, and from the sum shall be deducted the total of 
the decreases so as to work out the demand of the anne 
quarter (see Rule 12). 


20. As soon as the revising order has baie passed and 
registered, it shall be made over to the assessor or other 
officer in charge of the Demand Register, who shall correct 
the demand and shall give a certificate on the order ¢ the — 
following effect—* Certified that the corrections in the Je- 
mand directed by these orders have been entered in the 
Demand Register.” The order shall then be placed in a 
file with the other orders of the same quarter. 


21. As an alternative system the details of the order 
may be entered in Form D either in the column “Remarks” 
or in an additional column to be opened between columns 5 
- and 6. The corrections in the Demand_ Register shall then 

be made with reference to the entries in the Mutation 
Register, each of which shall be initialled b the officer making 
the correction ; and the certificate in the form — in 


5 ee 
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Rule 20 above shall be given at the foot of t Mutation. a 


, Register after it has been totalled. _ Svs 

- 22. The'alteration in the demand to be entered in Form 
D will not be retrospective. If occasion for a retrospective 
addition to the demand arises, as for instance by applying 
section 94 of the Municipal Act, it will be necessary to issue 
a supplementary bill and to correct the opening demand of 
the current quarter ; but in view of the inconvenience to 
which such changes give rise, it is desirable to defer all 
increases in the assessment until the beginning of the next 
quarter. 

_ Remission oF Brits. 


23. When the Bill Register for any quarter has been 
closed, every bill entered therein must be satisfied either by 
collection or remission or partly by each method. The man- 
ner of dealing with the remissions shall be as follows :— 

First.—If the demand has been entirely remitted, the 
order of remission, together with the receipts and counter- 
foils, shall be sats before the Vice-Chairman or the officer 
in charge of t 
both the receipts and counterfoils are stamped “ Cancelled ” 
in large type, and shall initial the former in token of having 
compared them with the orders. The receipts (with the 
bills attached, if they have not been served) shall then be 
removed from the counterfoils and be given to the Accountant, 
together with the remission orders. The Accountant shall 
compare the receipts with the orders, and after giving a 
certificate of agreement on the order, shall retain the bills 
in safe custody for scrutiny and destruction by the Local 
Auditor. . 

#Secondly.—If the demand has been remitted in part 
only, the necessary corrections shall be made in the counter- 
foil and the receipt, and also in the bill, if it has not been 
issued, and shall be initialled by the Vice-Chairman, who 


shall also initial the remission order. If the two rates are — 


drawn in one bill and one of them is remitted in full, the 
remission shall be attested by the Vice-Uhairman as if it were 

- a partial remission of one rate. 
24. After the orders have been compared by the 
Accountant or the Vice-Chairman with the cancelled or 


e Assessment Department, who shall see that— 


corrected bills, as provided above, the orders shall be made — 


over to the Bill Register poster, who shall return them with a 


ese } ‘ rag. By 
seme belt rumeis mi : Mate? serial’ rs a8 
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certificate that the necessary postings have been made in the 
Bill Register. The remissions skown in lists shall next be 
entered in the Remission Register or the sarkar’s‘ledger (see 
Rules 26 and 27), and the Fist shall then be placed in a 
guard file. 


25. For remissions granted for ome quarter or one 
holding it is unnecessary to have a standard form of remission 
order, but the period for which the remission is granted shall — 
always be clearly stated. If many remissions are granted 
by one order, either asa legal reduction on account of vacancy, 
&e., or to clear the accounts of irrecoverable demands, the 
amounts to be remitted should be entered in the lists in 
columns according to the quarter to which they belong, © 
the headings being as shown below :— 
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The total of these lists should be given both in words 
and figures when they are passed by the revising authority. 


26. An index to the file of remission order shall be 
kept in the Remission Register, Form E. 
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r Circle No...:... 
Register of remission orders fOre...css.0++ granted during 
the month Of ...ccereees : 
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This form gives all the essential information, but the 
Commissioners may, if they so desire, insert additional columns 
to show the names of the rate-payers, the number and locality 
of the holding, and the amount of the original assessment, 
sq that a complete record of the remissions may remain in 
the Remission Register in case the remission orders are lost. 
At the close of each month the register shall be totalled and 
the total of each of the quarterly columns 3 to 11 shall be | 
entered in the sarkar’s ledger (Form K) [see Rule 49]. + 

27. As an alternative system a detailed record of the 
remission orders may be kept in the sarkar’s ledger (see 
— 49), and the Remission Registers may be dispensed 
with. 

Brits anp Brut Forms. 

28. Bills for municipal rates shall ordinarily be in three 
parts in Form F, the reeeipt portion being printed in red 


is 


I 






ey ee 7 


iven below is for the rate on 
<= . 33 ber 
pm ees ; a oe 
Sarorm Fs e 


OF 


Paeereetareeeieresereei ee 


No... MUNICIPALITY ‘No... MUNICIPALITY No... MUNICIPALITY 


ET. in ES 
Receipt for rate on holdings 
Courrenrort. Forw 8 i Prpnat ‘the 
: Meee aera clin waaay aoctibge 
Rate on Holdings Bill, Re TH (B.C.) of 
Collecting Circle ............ (Ni 
EOE ACLS OS bated ; 
i Owner of holding shown 
Nuspec of oe . om tin the Municipal Regis- 
ig ters as No........in col- 
Name of owner ............ lecting Oirole hs Reo 
Bill for the......... rter |andinthe ... ..... ss 
of os aia Malate Subdivision... 
Rs. An By | nee ceteeseesee coseenereseere 
To quarterly instalment 
Amount ... of rate on holdings payable 
——— | in advance on the first day 
Date of bill of the quarter on account 


Date of service of bill.... 


Date of service of notice 
of demand...,.... ........ 


Sarkar. 


[N.B.—If the rate is 
recovered 





of the above-mentioned 
holding for the quarter 
endi 18 


Amount ras 
Received payment. 


Municipal 
Seal. 


Sarkar, 


Vice-Chairman, 


from the occu- « 
pier under the povisions | ‘.8.—This receipt wi!l 
of section 105, vne name 


’ 


. of the ocew must also 
Sooo baal 


by the Tax Collector or 


Cashier. 


| ceessese Subdivision. 


Bin due for rate on hold- 
i uader section 120. 
Act IIT (B.C.) of © 


fad 


(Name.) 
Gwner of holding shown 
in the Munici Regis- 


ters as No,........,..,in col- 
lecting Circle 
OTe ie! tie. <a0F are cee 


cassandete sabre rttacaranmuataolina 

To quarterly instalment 
of rate of holdings pay- 
able in advance on the 
first day of the quarter 
on account of the above- 
mentioned holding for 
the ae ending... 


Rs, a. P. 


Amount 





Date of service of this 
DE... csveeans capstone 


Vice-Chairman. 


N.B,—This bill should — 
not be accepted as a re- 
ceipt. On pxyment of the 


tax, the separate receipt 
rinted in red ink #! id 
demanded, and it 


should be seen tag 
bears the same Rs tor 

numbers as the bill deli- 
vered previously, and 


not be valid nnless signed | that a separate receipt 9s 
|given for each quarter's 
x. ; 


29. If the circumstances of the municipality admit — 
served without leaving them with the - 


of all bills bein 
rate-payers, the 


ird portion of Form F may be dispensed 


_ with, and the second portion with the alteration of the 
heading to “bill and receipt, &.,” may be used both as the_ 


bill a 
_ be printed. 


aT 
anal c, 


‘the receipt. In this case the third part shall not 
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80. An estimate shall be made num 
_ forms likely to be required for a year’s constimption, an 
the complete year’s supply shall be consecutively numbered 
and stitched in books, each containing 100 forms. Arrange- 
~ ment may be made with the Superintendent of Government 
Printing at Calcutta to supply the bill forms printed in 
English or in the vernacular, or in both languages. 
. 81. The surplus forms, which will be very few in 
number, if proper care be taken in making the estimate 
and indents, shall be destroyed by the Vice-Chairman at the 
end of each year. F 
- $2. The Viee-Chairman or Secretary thall keep the 
stock of bill forms in his personal custody, and under lock 
and key. On receipt of the forms from the press they shall 
be counted under the supervision of the Vice-Chairman or 
Secretary, and on the fly-leaf or corner of each book shall 
be noted the number of forms it contains, attested by the 
initial of the person who counted them. The bills shall 
then be entered in the stock register of bill forms. 
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Form G. 
Stock Register of bill forms for the......rate. 
ake Rte ‘From whom Sentat NumMger. 3 
Particulars, i.¢., w e Y eS rr. 

Date. | received ms issued. . “tewhome ad 25 REMARKS. 
| issued. | From. To. ER : 
| | yy, 

1 | 2 8 4 5 6 7 
[5S SAE ie EEE Sees eres ———$_—— 
| Received 
+ dane 
Received { 
Balance ., ie aa ; 
sg 
Received. °° ss x 
Balance 





33. All issues whether to thes bill writers or for the — 
porbose of destruction of the surplus forms (Rule 31) shall 

recorded in this register. Bills returned by the bill 
writers to the Tax-Daroga or Assessor will not be shewn in — 
this register, but if any entire books of forms are unused, 
_ they should be returned into stock as a receipt. If the 
balance becomes broken into two or more series, it will be 


Seri te | 







gers SORT POTS 

Pe re 
necessary to bracke gures in columns 4 and 5, showing 
each series separately. 


34. To ensure that the bill writers deliver back all forms 
which they have been entrusted to fill up, the Assessor or 
‘T'ax-Daroga shall prepare a statement in the following form 
which shall be signed by the Vice-Chairman :— 


Number of bills issued as per Stock Register vee 
Add unused bills issued in previous quarter (if any) 


Total A 
Number of holdings or persons assessed in circle ... 
Number of spoilt forms (if any aes ots 
Number of bills, if any, see Rule 33, returned to stock 





Total B 
Balance A minus B consisting of bills No..........t0 
Assessor or Tax-Daroga. Vice-Chairman. 


35. The bills forming the balance should either be 
cancelled or (except in the last quarter of the year) they 
may be left in the bill books and be used for the next 
quarter’s demand. The latter course should be adopted only 
when the number of unused bills is large, and particular 
care must be taken to record the balance correctly in the 
memorandum prescribed in the preceding rule. 

36. The bills shall be filled up from the Demand Re- 
gister, Form A (or columns 1 to 5, Form B.) Before the 
bills are brought to be signed they should be compared with 
the Demand Register by some responsible officer, who shall 
record a certificate in the fly-leaf of each book as follows :-— 
“JT hereby certify that I have examined this bill book and 
have ascertained the correctness of the numbering and cor” 
respondence of the sums and names in the bills and receipts 
and counterfoils, with the Demand Register, and I certify 


that the number of forms in this book for. the...........+0+ 
WUES MOTORS on settee. ss 00-2008 quarter of....... Scobceseeee amount 
OD heccisinnst (in words). This certificate may be printed 


on the fly-leaves of the bill books. 

37. The bills shall be signed or stamped with a facsimile 
signature by the Chairman, Vice-Chairman, Secretary, or the 
Commissioner for the ward to which the bills belong, and the 
signing officer shall satisfy himself that the comparison of 
the bills with the Demand Register has been carefully made. 
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If a fae-simile stamp be used, it sha ays be kept. 
in the personal enstody of the officer whose signature it 
represents, and shall never be used except in his presence 
and actually in his sight. 


Brut Recisrer. 

38. The Bill Register, Form H, shall be prepared 
from the signed bills. The form provides separate columns 
for noting payments and remissions, but if it is important 
to economise space, as when two rates are entered in the 
same register, one column will suffice both for collections 
and remissions, the latter being posted in red ink or with a 
distinguishing mark. 




















































Form H. 
Circut No....... 
Register of Bills forccccce seceee SOP NE YOON cveeveeee aaa 
Ta Se ra —- —— 

| 2 | 1ST QUARTER. Sas 

pend Be. 

'oe = 

H 33 eh | an = 

t som gs |#2) a How satistied. ice. 

ty gaat 2 j———— Ese | 
Eg] 2 |e. s Paid Remittea. | 53S : 
of |S) oe | 2 wy; | 2288 8 
sete) |ee| 2 ; Seok |e 
$a a Ha & | Amount. |Date. | Amount. | Date.) 223 g z 
z ~ lm < < = 

2 | 3 | 4 5 


| 
| 








* 39. The columns “ Amount of bill” shall be totalled 
and agreed with the demand for the same quarter shown in 
the Demand Register (see Rules 12 and 15), and until the 
agreement has been made and certified to by the signature 
of the Vice-Chairman or Secretary in both registers, the 
bills shall not be issued for collection. As soon as the bills © 
have been issued, the demand for each circle should be 
entered in the sarkar’s ledger, whence it will pass into the 
progress statement. 

40. The satisfaction of the bills by payment or remis- 
sion shall be posted daily in the Bill Registers, and the Vice 
Chairman shall be personally responsible for seeing that the 


és 





Be ye Sy in 
_ Service or Bis. 


as fe 41. When the Bill Registers have been completed, in 
~ accordance with Rule 39, the bills shall be made over to the | 
sae a for collection. Subject to the general con- — 


trol of the tax-daroga, each sarkar shall be responsible for 
the collection and disposal of the bills connected with the 
particular circle assigned to him. The tax-daroga shall dis- 
tribute the bills to the sarkars, and he shall be responsible — 
for seeing that the sarkars do not retain in their possession 
any bills for a longer period than is necessary for actual — 
delivery, and that all receipts which have been removed from 


the counterfoils have been credited in the collection registers. 


ey ie 
Span ani. 2 is given below total uf each day's collection, — 


42. The tax-daroga shall commence the service of the 
bills on the first day of the quarter by making over to each 
of the sarkars one or more books of his circle for delivery to 
the rate-payers. If the tax be paid upon presentatiom-of the 
pills, the sarkars shall sign the red receipt which he shall 
deliver to the tax-payer and shall note the date of payment 
in the counterfoil of the bill, and enter details of each paid 
bill in the daily register of collection, Form I. 


Form I. 
Crrcue No. ...... 
Sarkar’'s Daily Register of Collections on account of 
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_Note.—Columns 11 and 
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43. If the tax be not paid on presentation of | 

the sarkar shall (if triplicate bills be used) separate the b’ 
from the reveipt and serve the bill in manner prescribed in 
section 356 of the Act. He shall at the same time, when- 
ever possible, mention the date when he will again demand 
payment. The date of service shall be noted in the counter- 
foil. The receipt shall not be detached from the counterfoil, — 
except on payment or remission in full of the demand, and 

it shall be the duty of the tax-daroga to bring to the notice 

of the Vice-Chairman any instance in which he may detect 

an infringement of the rule. 

44. The sarkar,shall return to the Municipal office either 
every day or, if so permitted by the Vice-Chairman, every 
alternate day, and shall deliver to the tax-daroga all the 
money he has collected, together with the daily register, 
Form I, and the bill books in his possession. 

The tax-daroga or his assistant shall check the account 
by comparing the credits with the counterfoils, and after ini- 
tialling the latter, he shall cursorily run through the books 
and see that there are no counterfoils from which the receipts 
are missing which have not been initialled by him or his 
assistant or by the officer attesting remissions. He shall then 
total the register and see that it corresponds with the money 
given to him by the sarkar and if all is in order, he shall 
initial the account in token of having received the money. If 
the service of the bills in the book or books in the possession 
of the sarkar has been completed, he shall return them to 
the tax-darvga, and take away a fresh batch for service. 

45. Each batch of bills handed over to the sarkars for 
service shall be entered in a Transit Register in Form J. 


" Form J. 
Circitze No... ... 
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- When arrears are due the sarkar must take with him the 
books for those quarters as well as for the current quarter, 
but all bill books taken away by the sarkars shall’ be entered 
in Form J, the sarkars giving an acknowledgment of their 
receipt and the tax-daroga of their return to him. 


46. If the sarkar takes the daily register with him on 
his round, he shall be provided with two copies, which he 


shall use alternately, and he shall leave one copy in the oftice . 


to enable the tax-daroga to post his books. If, however, 
owing to the size of the register or to there being more than 
one kind of tax, the register is inconveniently large to carry, 
he may take with him a note-book in the following form— __ 
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Whether | | 
Name. | No. of bill. poclnend feted House. | Latrine. Water. 
year, } 
1 2 3 + 5 6 7 
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The entries in this book shall be transcribed into the daily 
collection register, and when filled up, it shall be returned 
to the office for record. 


Norr.—If the taxes are collected during the quarter iu which they are due, and 
there are no arrears, this form may be used in place of Form I. 


47, The entrieg in the sarkar’s daily register shall be 
posted into the bill register (see Rule 40), and the tax-daroga 





aay 


rcipaaie 


shall post the total received from each sarkar into his cash-— 


‘book, as provided in Part I of the Account Rules. 


- 48, The tax-daroga or head clerk shall then post the 
sarkar’s ledgers, Form K, one of which shall be kept for each 
circle of collection. ‘ 
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Form K. 
Sarkar’s Ledger. 
r Circle No....... 
PREVIOUS YEAR. CURRENT YEAR. 
} | 8 ; & a ae ep B 
. gE an i 3 & 2 5 3 
Dare El alEiElEl alas 
£ ; oo 5 1» sae =, o a o 
ao | | : 
$/5o/Big|P@lelBie1214 
= J ee ea = P= = Cl = 
cS | ZB! =| & a |B | = | = 
1 ei] se) eta le] ot} af -aehe pom 





Demand or bilance | | | 


from last month— 








Collections— | 
lst o . | | 
2nd ee ee | 
8rd aA we 
4th ee os 
&e. o oe 
Total collection during | | 
theemonth .. # | 
Remissions— | 
Ist oe se | | 
2nd ig o | 
8rd we oo | 
4th | 


Total remissions dur- 
ing the month 


Total of collections 
and remissions 


| 

| 

| 

| 

| 

| 
ie 














| 
| 


Balance 





Nere.—By inserting a column ‘number of bills ” between columns 1 and 
2, and similar columns in the Collection and Remission Registers, the actual 
number of bills outstanding, as well as their value, can be ascertained. 

49. The entries under the heading Collections shall be 
filled up from the daily totals in the daily collection register 
under the various quarterly columns. ‘The remissions may 
either be taken fromthe file of remissfon orders (see Rule 
24) or, if a Remission Register is kept (see Rule 26), from 
that register. The sample form given above provides for 
entry of the total of each day’s remissions according to the 
former method, but if the latter method is adopted, the 
form may be simplified by recording only the total of the 
Remission Register for the month concerned, in one entry 


Cc, BMM 23 





in the various quarterly columns, as it is unnecessary to show 
details of the Fenian orders in the pay 4 as well 
as in the Remission Register: | ‘ 
50. The sarkars’ ledgers shall be closed and balanced at the 
end of each month, and the totals of the collection and remis- 
sion shall then be posted into the Progress Statement Form L. 
Nore.—If there is only one circle of collection, Form K may be made to ‘serve 
the purpose of the Progress Statement. f 
Form L. 


Progress Statement. 


——————————————— eee 
PREVIOUS YEAR, CURRENT YEAR. 
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rter, 
Second quarter. 


Fourth quarter. 


Date. 





First quarter. 
Third quarter. 
First quarter. 
Third quarter. 
Fourth quarter. 


Second qua: 
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Collection— 











Cirele No. 1 
Ditto 2 
Ditto 3 .- 
&e. oe ee 

Total collections of 
the month .. es 


Collections up to the 
end of last month .. 


Grand total of collec- 
tions . ‘ ss 














ns— 





Remissions up to end 
of last mon om 


Grand total of remis- 
sions .. we ee 
Grand total of collec- 
tions and remissions 
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51. The entry under the heading “ Demand ” will be the 
aggregate of the circle demands of the same quarters in the 
demand and bill registers and the sarkars’ ledgers. The 
figures to be posted as “collections up to the end of the 
previous month,” and ‘ remissions up to the end of the pre- 
vious month” will be those shown as *‘ Grand total of col- 
lections ” and “ Grand total of remissions ” in the progress 
statement of the previous month. The collections of the 
month shall be verified by the Accountant with the Abstract 
Register of Receipts, Form XII, and the Cashier’s cash- 
book, Form IIL, and the remissions with the remission 
register or file of xemission orders. If any discrepancies are 
noticed, the accounts of the month must be re-checked until 
the errors are detected and rectified. As soonas the correct- 
ness of the progress statement has been proved by the Ac- 
countant, he shall sign it and lay it before the Vice-Chairman, 
and when it has been passed and —— by the Vice-Chair- 
man, it shall be placed with the sarkars’ ledgers before the 
next ordinary meeting of the Municipal Commissioners, 


e« 52. The progress statement represents the state of the 
collection accounts as a whole and sarkars’ ledgers of each 
circle separately, and they should be carefully scrutinized 
with a view to the adoption of measures for the collection or 
remission of arreurs. 


53. The progress statements and sarkars’ ledgers show 
only the aggregate of the demands under each quarter. 
To obtain details of the unrealized bills reference must be 
made to the bill registers, und to ensure that these import- 
ant registers are kept posted up to date as well as to prove 
thg correctness of the accounts, and. act as a deterrent to 
the commission of fraud, a eccmparison shall be made once 
‘a year, or oftener if the Commissioners desire it, of the entire 
balance of bills in hand and the blank spaces in the bill 
register. If any differences are found, they must be recon- 
ciled immediately either by tracing the cause of the error 
or recovering from the tax-daroga or’sarkars any deficien- 
cies for which they are unable to account. If the scrutin 
leads to the detection of any embezzlement, the facts shall 
be immediately reported to the Examiner of Local Accounts, 
in accordance with Rule &, Part I of these rules. 


54. Bvery year, in the month of April, the Commis- 
sioners shall submit a copy of the Progress Statement, Form 
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L, for the month of March preceding, through the Magis- 
trate to the Commissioner of the Division, and if there are 
outstandings extending further back than the first quarter of 
the previous year, full explanation shall be given as to why 
these taxes have neither been collected nor remitted, and the 
Commissioner of the Division shall forward these explana- 
tions to Government with his remarks with his annual report 
on the working of municipalities in the Division. 

55. The form of remission register, daily collection 
register, sarkars’ ledgers and progress statements classify 
the outstandings for each quarter separately of the current 
and previous years only. Except under yery special circum- 
stances, taxation should never be allowed to fall into arrears 
extending over more than one complete year. If, however, 
arrears of earlier date than the previous year still remain 
on the books, they shall be consolidated into one account and 
be shown in the column “ Old Arrears ” in the forms referred 
to above. At the same time a list shall be made from the 
Bill Register of all such bills, the letter A being placed against 
the blank spaces, and future realizations and remissions shall 
then be noted in these lists, and not in the original bill 
registers, which will have been finally cleared. 

56. The form of list may be similar to that prescribed 
for the Bill Register (Form H). The same care must be 
taken to have the payments and remissions posted in these 
lists, as in the bill registers (see Rule 40). The consolidation 
of two or more quarters’ outstandings into one account may 
also be made at any time when more than 75 per cent. of the 
demand has been satisfied, but the separate lists of uncol- 
lected demands must always be prepared before this is done. 


Service or Notices or DeMAND AND Distress Warrants. 


57. If the amount mentioned in the bill be not paid 
on presentation thereof under Rule 42, the notice of demand 
with a copy of the bill gnnexed may be served at once, and 
at the latest it shall be served om the first day of the second 
month of the quarter when the sarkar shall again take round 
the undelivered receipts, together with the notices of demand 
which shall in the interval have been attached to the receipt 
by the tax-daroga. If the demand is then not paid, the 
notice of demand shall be left with the assessees, and the 
undelivered receipt shall be returned to the tax-daroga for 
the preparation of distress warrants, with a note of the date 
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on which the notices of demand were served. When fifteen 
days shall have elapsed after the delivery of a notice of 
demand, thie sarkar shall proceed with a warrant of distress, 
and if the demand as well as the fee prescribed by law for 
the warrant expenses be not then satisfied, he shall make an 
attachment of the defaulter’s property, preparing an inven- 
tory of all goods and chattels so attached, and proclaiming 
a notice of sale by beat of drum. 


Warrant DEPARTMENT. 


58. The procedure prescribed in the preceding rule 
presupposes the service of the warrants by the sarkars. If 
there is a separate’ Warrant Department, the bills transferred 
to that department should be deducted from the balance of 
the sarkars’ ledgers and be treated as a separate circle or 
circles of collection. Each warrant sarkar or bailiff shall 
keep a collection register in Form I, and the progress of his 
work shall be recorded in a ledger in Form K, the monthly 
totals of which shall be embodied in the progress statement, 
Form L. The remissions and collections shall either continue 
to be shown in the original bill registers, or separate regis- 
ters may be opened for the Warrant Department. the letter 
W being entered in the original bill register against all bills 
transferred. The latter course need be adopted only when 
there is a complete division between the Collection and War- 
rant Departments. 

59. As warrants are issued they shall be recorded in a 
register in Form M— 


Reeister oF Warrants [ssugp. 
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And the fees realized otherwise than by the seizure and sale of 
property, for which a form of account is prescribed in Form E 
(4th Schedule of the Municipal Act), shall be recorded therein. 


Bits par at OFFICE. 


60. In the event of unpaid bills of which the counter- 
foil and red receipt are in the custody of the tax-daroga 
being brought te the Municipal Office and there satisfied, 
the tax-daroga should deal with the transaction precisely as 
the collecting sarkar does in ordinary course. All collec- 
tions thus made shall be entered immediately in a form of 
collection account ; and, on the return cf the sarkars, the 
entries shall be transferred to the respective collection regis- 
ters of the circles to which they belong. 

61. If payment of taxes is made at the office when the 

tibed form of receipt has been taken by the sarkar on 
his rounds, a provisional receipt for the money shall be given 
by the tax-daroga in a form of printed receipt bound in a 
book with counterfoils and serially numbered in print (Form 
XXXVI will serve if such receipts are rare), and on return of 
the sarkar, the tax-daroga shall be responsible for removing 
the formal receipt from the bill book and noting the payment of 
the claim in the counterfoil. The receipts shall then either be 
sent to the rate-payer or be cancelled and attached to the 
counterfoil of the provisional receipt. The risk and trouble at- 
tendant on this procedure may, however, be avoided if the Com- 
missioners give notice under section 117 of the Act of the 
hours on which the office will be open for the receipt of money. 
The sarkars should then be required to attend the office during 
those hours, either before or after their daily rounds, and the 
Commissioners would be under no obligation to accept pay- 
ments except when the sarkars were in attendance. © 

Cotiecrion or Taxes ar rae Municipan Orrice. 

62. An alternative procedure is suggested, the distinctive 
feature of which consists in the refusal to permit the sarkars to 
collectany money. Their duty will be strictly limited to serv- 
ing the bills and notices of demand upon the assessees in the 
manner prescribed in the preceding rules. But each bill will 
contain a eaution against the payment of any money to the 
server of the bill, and a direction to the rate-payer to proceed 
to the municipal office and pay the amount of t e bill there. 

63. At the end of each week the serving peon will 
bring back the bill-books and receipts to the municipal office 
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with a certificate that every bill missing from the book has 
been properly served upon the assessee. 

64. The tax-daroga, assisted by a sufficient number of 
elerks, should remain in the municipal office at a counter 
during certain fixed hours of each day, and upon presenta- 
tion of a bill by a tax-payer, he should receive the amount 
and hand to the tax-payer the corresponding red receipt. 

65. The amount so received should be entered in a Daily 
Collection Register, Form 1, one such register being used 
for each kind of rate or tax. A separate register or set of re- 
gisters, should, of course, be supplied to each receiving clerk. 

66. If this method of collection is adopted, it will not 
be necessary to subdivide the accounts into circles of collee- 
tion. The daily totals of the various collection registers can 
be brought together in an abstract and the grand totals 
transcribed into Form K as one collection account. The 
aceounts of the warrant sarkars or bailiffs may, however, be 
kept as separate circles of collection in accordance with Rule 
58, but ordinarily the Transit Register, Form J, should 
suffice to show the liability of each warrant sarkar. 


Form for Petition of Objection against Assessment or Valu- 
ation under section 113 of the Bengal Municipal Act, to 
be presented within one month from the date of publication 
of the Assessment or Valuation List. 


{The petitioner is required to fill up only columns, Nos. 1 to 7, the restare = be 
filled up by the Officer noted herein.) 
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Notification No. 636T.—M., the 3rd October 1895.—It 
is hereby notified for general information that the Lieutenant- 
Governor has been pleased to make the following rules for 
the preparation, submission and execution of projects for 
water-supply or drainage by local authorities under section 
69, sub-sections (2) and (4) of the Bengal Municipal Act, 
1884, and section 138, sub-sections (e) and (m) of the Bengal 
Local Self-Government Act, 1885. 


1. When a local authority desire to undertake a project 
for water-supply or drainage, they should in the first place 
take measures to draw upa sketch of the project, showing 
how it is to be carried out and what’ will be, roughly 
speaking, the approximate cost. 

2. As regards the preliminary surveys required for 
the preparation of any project of water-sapply or drainage, 
the local authority must either employ their own permanent 
officials or apply to the Sanitary Engineer to procure for 
them competent persons specially for the work. The 
Sanitary Engineer cannot himself ordinarily perform the 
work of making rough surveys, but he will act as the adviser 
of the local authority, and will, as far as practicable, engage 
surveyors for them if they desire it, and will, if instruments 
are available, lend them to local authorities on payment of 
the prescribed fee. If any maps of surveys are prepared in 
the Sanitary Board’s office, a fee will be charged, fixed so 
as to cover, on an average, the actual expenses incurred. 


3. When a sketch project has been drawn up, an ap- 
plication must be addressed to the Municipal Department of 
Government, accompanied by «statement of the approximate 
cost, and the funds available for meeting it, either frém 
current revenue or by way of loan. 


4. The proposal will be considered by the Municipal 
Department, and administrative sanction will be given if the 
Government is satisfied— 

First, that the work projected is really required, and 
that the advantage to health which it is expected to ensure 
is commensurate with the probable cost. 


Second, that the scheme is financially sound, ze. that 
the local authority can meet the cost from revenue or can 
arrange to repay the loan within thirty years at the pre- 
scribed rate of interest. - 
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Third, that it is sound from an engineering point of 
view, é.¢., that the work can be done effectually in the man- 
ner and for the cost proposed. 

5. The Sanitary Board will be consulted (if any doubt 
exists) on the first and third points before approval is given ; 
and if the rough or approximate estimate has not been fur- 
nished by the Sanitary Engineer, it will be checked by that 
officer. 

6. When administrative sanction has been given, and 
in no case before, the local authority may arrange for the 
preparation of detailed plans and estimates, and in doing 
this may follow one or other of the following courses :— 

(a) the plans and estimates may be prepared by their 
own officers ; 

(4) application may be made to the Sanitary Engineer 
for assistance in the selection of competent surveyors to carry 
out the work ; 

(c) application may be made to the Sanitary Board for 
the services of the Sanitary Engineer ; 

(d) application may be made to the officers of the 
Public Works Department employed in the District or Divi- 
sion for assistance and advice ; 

(e) with the previous sanction of the Sanitary Board, 
the work may be entrusted to a private firm of established 
reputation. 

In cases (a), (b) and (e) the Sanitary Engineer or 
other officer appointed for the purpose may, with the sanc- 
tion of the Sanitary Board, be required to examine and 
criticise the plans and estimates while in course of preparation. 

In case (c), if funds are available, the Sanitary Engineer, | 
With the sanction of the Sanitary Board, may be required to 
draw up the detailed plans and estimates of the schemes. 


7. When the plans and estimates have been completed, 
they will be forwarded to the Sanitary Board with a full 
report on the financial aspects of the scheme, and the state 
of public feeling in regard to it, and, if a loan is needed, 
with an application’in the prescribed form. The Sanitary 
Board will then submit the plans, report and application to 
the Municipal Department with an expression of their 
opinion on the merits of the scheme as finally drawn up. 


8. In the case of works estimated to cost Rs. 10,000 
or more, the sanction of Government will be contingent on 
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adequate provision being made for detailed engineering 
supervision. In the absence of special sanction to the con- 
trary, the local authority must agree to such ‘one of the 
following conditions as may be considered suitable in each 


case :— 


(a) that the works shall be carried out by the Public 
Works Department if that Department can undertake them. 
In such cases, an extra charge of 15 per cent. on the sanc- 
tioned estimate will be made for supervision, unless the case 
is one of extraordinary difficulty, in which case a higher 
charge may be imposed by the orders of Government ; or 

(6) that arrangements shall be made with the District 
Board for the work to be carried out by the’ District Engineer 


and his staff ; or 


(c) that the works shall be carried out under the super- 
vision of an Engineer specially employed for the purpose 
who must hold a certificate of qualification as a District 
Engineer according to the rules under the Bengal Local 


Self-Government Act LIT (B. C.) of 1885. 


(d) that the work shall be carried out by a private 
engineering firm of established reputation subject to the 


conditions— 


(1) that no contract shall be entered into by the local 
authority without the previous sanction of the Sanitary 


Board ; and 


(2) that the works while in progress shall be periodi- 
eally inspected by the Sanitary Engineer, or other officer 


appointed for the purpose. 


9. In the case of works costing less than Rs. 10,000, 
the local authority should report, for the information of the 
Commissioner of the Division, the Agency by which they 
propose to have the works carried ont, and should follow 


the instructions issued by him in the matter. 


H. H. RISLEY, 
Secretary to the Government of Bengal. 


| 
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REVISED MODEL BYE-LAWS UNDER SECTION 
350, ACT III (B. C.) OF 1884, AS AMENDED 
BY ACT IV (B. C.) OF 1894. 


GoverNMENT CrrcuLar No. 17M., parsp tae 20TH 
Maxcu 1896. 


Note.—The bye-laws marked with an asterisk are suitable 

for the more advanced municipalities only. 
; Definitions. 

In these bye-laws, terms which have been defined in 
section 6 of the Act, shall be held to have the meanings 
assigned to them in that section. 

The term “Cattle” is to be interpreted in accordance 
with the definition given in section 3 of the Cattle Trespass 
Act (I of 1871.) 

The penalty for the infringement of any bye-law shall 
be a fine not exceeding the amount stated at the foot thereof, 
and in. the case of a bye-law creating a continuing offence, a 
further penalty not exceeding the amount stated to be the 
daily fine, for each day after written notice of the offence 
from the Commissioner. 


Regulating traffic, and for the prevention of obstructions and 
encroachments and of nuisances on or near roads, 


1. Except on bright moonlight nights, no person shall, 
between dusk and dawn, drive any carriage not carrying two 
conspicuous lights, or any cart, elephant or camel not carry- 
ing one conspicuous light, or convey any palanquin not 
carrying one conspicuons light. ; 


Fine, Rs. 10. 


2. No person shall drive any cart laden with bamboos, 
planks or other materials of a similar character on any road 
unaccompanied by some other person, 


Fine, Rs. 5, + 


8. No person shall drive any carriage or cart laden 
with bamboos, planks or other materials of a similar character 
exceeding twelve feet‘in length and projecting beyond such 
carriage or cart on any road after dark and before dawn. 


Fine, Rs. 5. 
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4. No person shall, without the general or special ze 
mission of the Commissioners in writing, take an elephant 
or camel along any road. 


Fine, Rs. 20. ‘ 
5. No person shall allow any elephant in his charge to 
go over any bridge on any road, unless it be of arched 
masonry. 
Fine, Rs. 25. 


6. No driver shall drive, or have in his charge on any 
road more than one carriage or cart, except in the case of 
two carts, one of which is securely fastened to the preced- 
ing cart. 

Fine, Rs. 5. 


7. No owner of any carriage shall allow it to be driven 
on any road by a driver under fourteen years of age. 


Fine, Rs. 10. 


8. No person shall take or drive any carriage or cart 
over a road or part of a road temporarily closed under 
section 201 of Act III (B. C.) of 1884. 


Fine, Rs. 20. 


“9. No person shall drive a cart Jaden with bricks, 
stones, or other materials of a similar character, on any road 
unless such bricks, stones or other materials are so secured 
that they cannot fall on the road. 


Fine, Rs. 5. is 


10. No person driving a cart or carriage on any road 
shall contravene the rule of the road. He shall when passing 
another vehicle coming from the opposite direetion, Geen to 
the left, and when overtaking another vehicle keep to the 
right. : 

Fine, Rs. 10. 


“11. No person shall wilfully ride or drive or lead any 
cattle upon any footpath or causeway made, or set apart for 
the use of foot passengers. 


Fine, Rs. 10. 
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12. No person shall break in horses on any road not set 
apart for such purpose. ee ; 
: Fine, Rs. 10. 


*13. No person shall convey bamboos or timber on the 
backs of animals in such a way that any portion of such bam- 
boos or timber touch the ground. 


Fine, Rs. 5. 


*14. No person shall set up a stall over any public 
drain or upon any culvert, bridge, or platform over a public 
drain adjoining any road. 


Fine, Rs. 20. 


*15. No person shall let off any firearms, bombs, fire- 
works, or fire-balloons on or within one hundred yards of any 
road without the permission of the Commissioners in writing. 


Fine, Rs. 25. 


16. No person shal! slaughter any animal or clean any 
carcass on or within sight of any road. 


Fine, Rs. 10. 


17... No person shall commit a nuisance by easing him- 
self in, or by the side of, or near to any road, 
Fine, Rs. 5. 


18. No person shall convey sewage or offensive matter 
by any road, otherwise than in a closely covered receptacle, 
of such description and pattern as shall be prescribed from 
tfme to time by the Commissioners at a meeting and between 
such hours as the Commissioners at a meeting may from time 
to time prescribe. : ‘ 

Fine, Rs. 10. 


19. No person shall remove any turf, or cut grass from 
any road or from the slopés thereof. * 


Fine, Rs. 5. 


20. No person shall plant a tree on any road without 
the permission of the Commissioners in writing. 
Fine, Rs. 5. 
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21.. Noperson shall sleep on any road so as to obstruct 






traffic. 
Fine, Rs. 5. 


Regulating the use of, and the prevention of, nuisances in 
regard to public water-supply, bathing and washing places, 
rivers, streams, channels, tanks and wells. 


22. No person shall ease himself at the side of, or throw, 
deposit, or discharge any rubbish, sewage, or offensive matter 
into any river, stream, channel, drain, or tank. 


Fine, Rs. 10. 


28. No adult male person shall bathe at a bathing 
place, or bathing ghat, which by an order of the Commis- 
sioners at a meeting has been reserved for women. 


Fine, Rs. 10. 


24. No person shall bathe or wash clothes, utensils -or 
any other article, within a distance of ten feet from the lowest 
platform of any public well. 


Fine, Rs. 10. 


25. No person cleansing any channel or tank shall Jeave 
the weeds taken therefrom on the slopes or banks of the 
same, but shall remove them altogether within three days. 


Fine, Rs. 10. 


Of the supply of drinking water. . 

26. No person shall use any stand-pipes or fountains, 
belonging to the Commissioners, for purposes other than 
drawing water for drinking on the spot, or for carrying away 
for domestic purposes, except with the permission of the 
Commissioners, and under such conditions as they from time 
to time may fix. : 


Fine, Rs. 25. 


‘27. No person shall use any public drinking trough ex- 
cept for watering cattle. 


Fine, Rs. 10. 2 
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Regulating the disposal of sewage, offensive matter, carcasses 
of animals, and rubbish, and the management of’ privies, 
drains, ss pools, and sewers. 


28. Every person within whose premises any animal 
may die shall, within six hours after its death, or if death 
vecurs at night, within six hours after sunrise, either remove 
at his own expense the carcass to such place as may be set 
apart by the Commissioners for the reception of such ear- 
casses, or report the death to the Conservancy Overseer of 
the Ward within which such premises may be situated. 


fine, Rs. 25. 


29. Every owner or occupier of any house, land, or 
premises from which sewage or offensive matter is not 
removed by such owner or occupier, shall give free access to 
the servants of the municipality for the removal of such 
sewage or offensive matter within such hours as may have 
been fixed by the Commissioners. 

Fine, Rs. 10. 


Regulating cremations and burials and the disposal 
of corpses. 

30. No person shall bury, or cause to be buried, any 
corpse, in any burial-ground in a grave constructed of 
masonry, in such a manner that the top of the coffin, or the 
body when no coffin is used, shall be at a less depth than 
six feet from the surface. 


Fine, Rs. 25. 


31. No person shall bury, or cause to be buried in any 
purial-ground, any corpse in a grave not constructed of 
masonry which shall be less than six feet deep. 


Fine, Rs. 20. * 


32. No person shall build or dig, or cause to be built or 
dug, any grave in a burial-ground at a distance of less than 
three feet from any other existing grave. 


Fine, Rs. 20. 


*33. No person shall build or dig, or cause to be built 
or dug, a grave in any burial place in any other line than 
that marked out by the Commissioners. 

Fine, Rs. 10. 
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34. No grave once used shall be opened for the burial 
of another body without the permission of the Commissioners 
in writing. J 

Fine, Rs. 20. 

35 Every person who shall convey, or cause to be con- 
veyed, any corpse to any burning ground, shall burn, or 
cause the same to be burnt, within six hours after its arrival 
at the said burning ground. 

Fine, Rs. 20. 


36. Any one burning, or causing to be burnt, any 
corpse at any burning ground or burning ghat, shall cause 
the same to be completely reduced to ashes, and shall like- 
wise cause the clothes or other articles brougit with such 
corpse to be reduced to ashes. 

Fine, Rs. 10. 


. 87. No person shall convey a corpse or part of a corpse 
through any road, unless it be decently covered, and totally 
concealed from view. a+ 


Fine, Rs. 10. 


38. No person while conveying any corpse shall, except 
for the purpose of ordinary relief, deposit it on or near any 


road. 
Fine, Rs. 10. 


*39. Without the consent of the Commissioners, no 
person shall dispose of any corpse otherwise than by burying 


or burning it. 
Fine, Rs. 20. 


For preventing nuisances affecting the public health, ® 
safety and convenience. 

*40. No person shall perform any office of nature in 
any place outside private premises, other than such as may 
have been appointed by the Commissioners, provided that 
such places have been appointed bythe Commissioners. 

Fine, Rs. 5. 


*41. No person shall abandon or let loose, or allow to 
get loose, any diseased or worn-out cattle within the limits 
of the municipality. 
fi. Fine, Rs. 10. 
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*42. No person shall picket animals, or collect carts, 
or form any encampment, on any public ground not set 
apart for such purposes without the permission of the Com- 


missioners. 
Fine, Rs. 10, 


43. No person shall retain or sell the clothes found on 
dead bodies of persons who have died from small-pox or 


cholera. 
Fine, Rs. 20. 





MODEL QUESTIONS FOR INSPECTING THE 
ACCOUNTS OF A MUNICIPALITY. 


1. Has the last Audit Report been laid before a meeting 
of the Commissioners, and what action has been taken on it ? 

2. Has the report to the Magistrate required by Rule 55, 
Appendix A, been made ? 

3, Has the Vice-Chairman drawn up the instructions 
prescribed by Rule 31, Appendix A ? 

4, How many quarters’ taxes are outstanding ? 

' 5. Is the Progress Statement Form L of Taxation rules 
written up to date ? 

6. Taking the Progress Register for one circle, can the 
demand for any quarter be traced into the Abstract Form B ? 

7. Can the demand in that abstract be shown to be the 
previous demand plus new and improved holdings, minus 
remissions, as explained in that Abstract Form ? 

8. Have the bills composing that demand been posted 
in she Bill Register, Form H, and column 5 of that Register 
totalled and found to agree with the demand entered in the 
Abstract ? 

9.- Taking the collections in respect of the demand so 
proved, can those collections made during any quarter as 
shown in thegProgress Statement be traced back into Forms 
K and J? 

10. aking the collections made by one sarkar, as shown 
in Form J, can the collections for a few days at random be 

' traced into the sarkar’s daily Account Form I? 

11. Can the collections of the sarkars for a few days be 

traced into the tax-daroga’s cash-book, see Account Rule 13? | 
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12. How far does the tax-daroga’ check the sarkar’s 
accounts as prescribed by Rule 44, Appendix A? and has he 
more work to do than he can reasonably be expected to 
perform ? 


13. Is the checking of the tax-daroga’s cash-book, as 
prescribed in Rule 14 of the Account Rules, carried out ? 


14. Taking the figures traced into the tax-daroga’s cash- 
book (question 11 above), can the amounts be shown to have 
been remitted to the Treasury, and to have been brought on 
to the municipal accountant’s cash-book ? 


15. Have securities been taken from the municipal em- 
ployes? If so, of what kind in each case ? When and by 
whom was each last tested, and what was the result of that 
testing ? 


MODEL RULES FOR THE MANAGEMENT OF A 
PROVIDENT FUND. 


I. In the following rules :— 


(a) Salary means monthly salary, and does not include 
travelling or personal allowances. 

(+) Servant includes every non-pensionable employé 
holding a substantive appointment under the 
Municipality, and whose salary is not less than 
Rs. 15. Provided that an officer officiating in 
an office which is vacant, or the permanent in- 
cumbent of which does not draw any part of 
the pay or count service, may, if he is confirmed 
without interruption in his service, be allowed 
to join the Provident Fund with retrospective 
effect from the date of his joining the officiating 
service. The monthly subscriptions to the fund 
shall not in such a case be less than 10 per cent. 
on the salary of the officer till all arrear sub- 
scriptions are paid up. 

(c) Depositor means a servant on whose behalf a de- 
posit is made under these rules. 

(d) Interest means the interest which is paid on a 
deposit at a Government Savings Bank undet 
the rules in force for such institutions. 


Model Provident: Fund Rule et BTL 


Il. Every servant shall be required to subscribe at the 
rate of 6} per cent., or one anna in the rupee, on his salary 
to a Provideht Fund, of which-an account will be opened at 
the Post Office Savings Bank. This deduction shall be made 
by the Municipality upon every salary bill presented, and the 
net salary only shall be paid to the servant. In making this 
deduction fractions of a rupee of salary should be omitted. 


Lif. It shall be competent to the Municipality to make a 
contribution to the deposit account of each servant equal to, 
but not exceeding, one-half of the deduction made from his 
salary under, the preceding rule, provided that if the total 
of the contributions shown in the bill on which a remittance 
is made to the Savings Bank contains a fraction of an anna, 
it shall be increased to the next highest anna by an addition 
to the bill of the difference between this fraction and unity. 
These provisional increases in the contribution will be shown 
in the abstract of balances until adjusted at the close of the 
year (see Rules VILL and IX below), but they will not appear 
in the depositor’s ledger accounts. 


IV. The deductions under Rule IL and the contribu- 
tions under Rule IIL shall tbe paid to the Postmaster for 
credit to the account of the Provident Fund in the Savings 
Bank, The payment of the deduction shall be debited in 
the accounts to the same head as the salary, and the contri- 
butions shall be charged to the service head “ Miscellaneous” 
sub-head “ Provident Fund Contributions.” The remittances 
to the Savings Bank should, whenever possible, be made 
between the Ist and 4th of each month, in order that interest 
may accrue for the month of deposit. 


V%. The deposits and contributions with interest thereon 
at the eredit of any servant may be withdrawn— 

(é) on the decease of depositor, when the amount shall 
be paid to his legal heirs. 

(#) on his ceasing to be a servant of the Municipality, 
by_resignation, retirement, reduction of establish- 
ment, or by transfer to service under some other: 
Local Fund, or to Government service, when the 
amount shall be paid to the servant himself. 


VL. Ifa servant is dismissed, the Municipality may, with 
the sanction of the Commissioner of the Division, withhold 
all or avy part of the contribution allotted to him with the 
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- balance at his credit without such contribution and the aay 
thereon. In the case of there being any outstandings against 

a servant who may have resigned or been dismissed, the 
- Municipality may deduct the amount of such outstandings 
from his deposits, and pay him the balance only after such 
deduction. 


| 
~ VIL Any contribution and interest thereon withheld” 
from a dismissed servant shall be credited to the District 
Municipal Fund. 


VIUIL. A Provident Fund Ledger in the following form, 
having a separate page for each depositor’ s account, will be: 
maintained in the Municipal Office :— 
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As soon as any sum remitted to the Savings Bank under: 
Rule IV is credited by the Postmaster in the pass-book, the 
tt creditable to each depositor shall be entered in the — 
edger on the page set apart for his aecount. The totals of 
column 6 of "his ledger will be proved — the total talenge 
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in the following form :— 
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BALANCES AS SHOWN IN COLUMN 6 oF DepositoR's LEDGER, 
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The add” and “deduct” entries will not appear in the column “ March, with 
interest. 

IX. Calculation of the interest due on each account 
shafl be made yearly according to the Post Office Savings 
Bank rule as follows :— 

“Interest will be allowed for each calendar month on 
the lowest balance at credit of an account between the close 
of the fourth day and the end of the month: provided that 
interest shall only be calculated at the rate of three pies a 
month on every complete sum of six rupees.’ 

The yearly interest thus calculated shall be added to the 
ees in column 6 of the Provident Fund ledgers. These: 

shall then be posted in the column “ March, with 
interest,” of the abstract prescribed in Rule VIII, and as soon 
after the 15th - June as the interest is added by the post 
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office to the principal of the fund, the balance of the pass- 
book shall similarly be entered in this column of the abstract. 
“ Provided that when a servant dies or ceases to’ be a servant 
of the Municipality, the calculation of interest due on his 
account, and the necessary addition to the principal in colamn 
6 of his ledger account, will be made forthwith on receipt 
of an application from him or his heirs, as the case may be, 
for the amount due.” The difference between the total of 
the ledger balances (excluding the adjustments shown at the 
foot of the abstract) and the balance of the fund shown in 
the pass-book, shall be withdrawn from the savings bank 
and be credited as a miscellaneous receipt. If, however, the 
difference contains a fraction of an anna, or if the total 
difference is less than 4 annas, this fraction or sum shall be 
left in the savings bank for adjustment at the close of the 
following year. When the balances have been thus compared 
and adjusted, the ledger account for the next year shall be 
opened, and a copy of his ledger account for the past year, 
signed by the Vice-Chairman, shall be given to each depositor. 

X. No voluntary deposits from servants will be- credited 
to the Provident Fund. 

XI. Servants are not eligible to subscribe to the Provi- 
dent Fund while absent on leave other than privilege leave. 

XII. On a depositor leaving the service, his acconnt shall 
be closed, and unless the amount at his credit be withdrawn 
within a certain period, wiz.— 

for balances of Rs. 10 and under, one year, 
for balances over Rs. 10, three years, 

it shall be written off as a dead account, and repaid only 
under the orders of the Commissioner of. the Division. 

XIII. When accounts become “dead” they muse be 
removed from the Provident Fund ledger and be credited in 
the cash-book as a miscellaneous receipt, the money being 
drawn out of the Savings Bank. On an amount being thus 
written off, it should be entered in a “dead account” register 
in which subsequent repayments shall be noted in order to 
avoid a double payment. 


NOTIFICATION, 


The 5th January 1892.—It is hereby notified for gene- 
ral information that the Lieutenant-Governor has been pleas- 
ed to make the following rules for the establishment and 
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maintenance of hospitals and dispensaries by local authorities, 
under section 69, clause (6) of Bengal Act III of 1884, and 
section 188, clause (4) of Bengal Act III of 1885, in super- 
session of all existing rules under these two sections. These 
rules also inciude rules for the management of hospitals and 
dispensaries under Government supervision, which supersede 
those forming part of the Dispensary Manual, issued with 
the Government of Bengal notification, dated the 2nd Sep- 


tember 1886. 
H. H. Risiey, 
Offg. Secy. to the Govt. of Bengal. 


RULES FOR THE MANAGEMENT OF HOSPITALS 
AND DISPENSARIES UNDER THE SUPERVISION 
OF THE GOVERNMENT OF BENGAL. 


PRELIMINARY. 
In these rules— 

(a) “ Local authority” means any body of persons for 
the time being invested by law with the control 
and administration of any matters within a spe- 
cified local area. It includes a Joint-Committee 
under section 30 and a Local Board under 
section 101 of Bengal Act IIL of 1885. 

(b) * Local fund” means any fund under the control or 
management of a local authority. 


CLASSIFICATION. 


Rute 1.—Hospitals and dispensaries under Government 
supervision are divided into the following classes :— 

Crass I.—State hospitals and dispensaries maintained 
by Provincial Funds and under Govern- 
ment management. (The fact that an 
institution is possessed of endowments, or 
receives contributions from local funds or 

rivate subscriptions, does not remove 
it from this category so long as Provincial 
Funds are practically responsible for all 
the charges connected with it.) 


Crass [].—Leeal Fund hospitals and dispensaries 
under the control and administration of 
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5 : Geel authoritjes (i.e., District Boards, 

| Local Boards,andMaunicipal Committees), 
or guaranteed or maintained by local 
funds, [ The fact thatsuch an institution 
is aided by private subscriptions, or 
receives assistance from Government in 
the shape of part of the salary of the 
medical officer, grants of medicine, or 
otherwise, does not remove it from this 
category so long as its existence is prac- 
tically dependent upon local funds} 


Oxass IL.—Private hospitals and.dispensaries. This 
class is subdivided into— 
(A)—Institutions maintained entirely 
at the cost of private indivi- 
duals or associations or from 
private endowments. [The 
fact that Government supplies 
superior inspection or regis- 
ters does not remove an insti- 
tution from this category. ] 
(B)—Institutions supported by private 
subscriptions or endowments, 
but receiving aid from 
Government or local funds. 


CoNDITIONS UNDER WHICH GOVERNMENT AID AND 
SUPERVISION WILL BE GIVEN. 


Rute 2.—A dispensary may be opened by a_ local 
authority with the sanction, general’ or special, of ghe 
Commissioner, and on provision of the necessary funds in 
the annnal budget, and it may be closed by the same authority 
with the sume sanction. When thus opened or closed by 
a local authority, the fact shall be reported by the Civil 
Surgeon to the Inspector-General of Civil Hospitals, in 
order that the dispenisary may be added to or strack off from 
the list in Class I]. No dispensary in Class [1 in which a 
Government medical subordinate is employed shall, however, 
he closed without the sanction of Government, and in the 
‘ease of a dispensary in Class 111, three months’ notice shall 
be given before the dispensary is closed. All dispensaries 
maintained by local authorities with public funds entrusted 
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to them by Government are subject to all the rules hereby 
laid down forthe management of such institutions. When- | 
ever a digpensary under Class III is opened or closed by a 
private individual, the fact shali be reported by the Civil 
Surgeon to the Inspector-General of Civil Hospitals. If it 
is desired that such institution shall be brought under the 
supervision and inspection of Government officers, or if it 
receives aid in any way (other than grant of forms and 
registers free of cost) from Government or local funds, it 
shall be brought on to the Government list, but not other- 
wise. If brought on to the Government list, it shall be 
subject to these rules. 


Rute 3.—Applications for grants from Government in 
respect of any dispensary shall be submitted to Government 
through the Magistrate and the Commissioner. 

The Lieutenant-Governor reserves the right to withdraw 
Government supervision or aid in any case, or at any time, 
when it may seem desirable to do so. 

.No, grant, may be made by a local authority in aid of 
any hospital or dispensary which has not received the recog- 
nition of Government and been classified under these rules. 
Grants-in-aid shall be made only in accordance with these 
rules. 

Rutk 4.—A guarantee bond for the maintenance of a 
dispensary for a given period may, if thought necessary, be 
required from the intending supporters of an institution in 
Class III as a condition precedent to their obtaining assist- 
ance from Government in money or in any other way. 


Rute 5.—The Managing Committee of every hospital 
or dispensary under these rules, whether in Class I, Class IL. 
or Class III, shall submit to the Medical Department, 
through the Civil Surgeon of the District, such reports, 
returns, and accounts as may be prescribed by the Inspector- 
General of Civil Hospitals from time to time. Such reports, 
returns, and accounts shall be in such forms, and be submitted 
on such dates, as may be prescribed» All books, registers, 
and forms which may be necessary for the preparation and 
submission of such reports, returns, and accounts will be 
supplied by Government free of cost. 

Rutz 6.—Ivery institution which is recognised by 
Government and brought under these rules is subject to in- 
spection and supervision by the Commissioner of the Division, 
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by the civil authorities of the district, by the Civil Sur- 
geon, by the administrative officers of the Medical Depart- 
ment, and by any other person who may be generally. or 
specially appointed by the Commissioner of the Division in 
that behalf. No charge will be made for such inspection or 
supervision. 

Rute 7.—Government aid to a hospital or dispensary 
will be conditional on the observance of due economy in the 
management of the dispensary funds. The Inspector-Gene- 
ral of Civil Hospitals will bring to the notice of Govern- 
ment any instance in which he considers that such economy 
is not Siervod. and that the Government aid should be con- 
tinued or withdrawn. 


Rue 8.—Every dispensary under these rules, which has 
accommodation for in-patients, shall admit all cases brought 
by the police for examination and treatment ; and shall pro- 
vide facilities for post mortem examinations being conducted 
in such cases. At head-quarters of subdivisions, where a 
special provision of medicines is made for Government 
servants, these medicines shall be separately stored and dis- 
pensed to Government servants in the dispensary and by its 
establishment. 


AprorntMENT, Pay, Leave AND Pension oF Merpican 
OFFICERS. 

Rute 9.—The medical officer of every institution in 
Class I of these rules shall be a member of the Government 
service, and shall be appointed by the Inspector-General of 
Civil Hospitals. 

Route 10.*—The. local authority, or Managing Com 
mittee, vested with the control and administration of an 
institution in Class II, and the Managing Committee of an 
institution in Class ILI, shall be entitled to appoint their 
own medical officer, subject to the following conditions, viz.— 


(a) that he be a duly qualified medical man, licensed or 
certified by a recognised medical college or 
school, his license or diploma being subject to 
examination and approval by the Inspector- 
General of Ciyil Hospitals ; 


* Government Order No, 1001 Medl,, dated 21st February 1898, 
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(b) that he be not a dismissed servant of Government, 

or disqualified for his duties by age, infirmity, 
“or character; and. 

(c) that in the event of misconduct, insolvency, or pro- 
fessional incompetence, by reason of age or 
otherwise, being proved against him to the satis- 
faction of the Medical Department, he be re- 
moved from his charge on the requisition of the 
Inspector-General of Civil Hospitals. 

Provided that, on the application of the local authority 
or Managing Committee, of any such institution, the services 
of a Government medical officer may be lent to such insti- 
tution, subject to the rules laid down in this Manual. In such 
cases, the pay of an Assistant-Surgeon will be assumed to be 
Rs. 150 per mensem, and that of a Civil Hospital, Assistant 
Rs. 38, and local authorities will be required to pay these 
sums into the Treasury half-yearly, in June and December, 
irrespective of the actual pay of the officer appointed. 

Provided, also, that in the case of dispensaries situated at 
tle head-quarters of districts or of subdivisions, the medical 
officer shall be a member of the Government service, and shall, 
in all cases, possess such qualifications as may be declared to 
be necessary for such an appointment. The salary of a 
medical officer in charge of a dispensary at the head-quarters 
of a subdivision shall be as laid down in Rule 11. 


Rue 11.*—In the case of a hospital or dispensary 
situated at the head-quarters of a subdivision, the Govern- 
ment medical officer in charge of the subdivision will usually 
be in charge of the hospital or dispensary in addition to 
his other duties, and will receive from the Managers of the 
dispensary an additional allowance of Rs. 10 a month if he 
is a Civil Hospital Assistant, or Rs, 20 a month if he is an 
Assistant-Surgeon. In case the officer sanctioned by Govern- 
ment for the medical charge of the subdivision is of the 
Civil Hospital Assistant class, it will be open to the Managers 
to obtain the services of a Civil Assistant-Surgeon on pay- 
ment of the difference between the average pay of an Assis- 
tant-Surgeon (Rs. 150) and tiie avetage pay of a Civil 
. Hospital Assistant (Rs. 38), in addition to the dispensary 
allowance, 


* Government Order No, 1001 Medl., dated 2ist February 1898, 
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Rute 12.—The Inspector-General of Civil Hospitals may 
at any time, for departmental or other reasons, remove 
or transfer any Government medical suborditiate whose 
services have been lent to an institution in Class II or III, 
and may appoint another medical subordinate to succeed him. 
In every such case, except as hereinafter provided, the tran- 
sit pay and travelling allowances both of the officer trans- 
ferred and of his successor shall be entirely paid by 
Government. 

Provided that, if any officer is transferred at the request — 
of the local authority or Managing Committee, the transit 
pay and travelling allowances both of the officer transferred 
and of his successor shall be entirely paid by the local 
authority or Managing Committee concerned. 

Reve 13.—The pay to which a Government medical subor- 
dinate in medical chatige of any dispensary is entitled is 
only the pay of his grade, and no allowance in excess of his 
authorized pay can be granted by a local authority without 
the consent of the Inspector-General of Civil Hospitals. 

Rue 14.—A Government medical subordinate appoint- 
ed to the charge of a hospital or dispensary under these rules 
will retain his right to pension and leave allowances under 
the rules of the Civil Service Regulations. 


Rou.e 15.—All applications for leave from Government 
medical subordinates must be submitted, through the 
Managing Committee and the Civil Surgeon, to the Inspector- 
General of Oivil Hospitals, Bengal, who alone is authorized 
to grant the leave and to appoint a substitute whose 
transit pay and travelling allowance will be paid by Govern- 
ment. 

“The leave pay of Government medical officers in charge 
of hospitals or dispensaries in Classes IL and ILI, proceeding 
on leave, will be borne by the local authority or Managing 
Committee of the dispensary when the leave is privilege 
leave, and in other cases by Government.” 

Rute 16.—Medicai officers in charge of hospitals or 
dispensaries in Class [J or Class LIT, who are not in Govern- 
‘ment service, shall be entitled to such leave as the local 
authority or Managing Committee may grant ; provided 
that the leave or allowances during leave shall not exceed 
what would be admissible under the rules which apply to an- 

- officer paid from general revenues, and that in the case of 
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an institution in Class IL, if rules for the grant of leave have 
been framed ~by the local authority concerned, leave shall 
only be grahted in accordance with such rules. The Local 
mr eet or Managing Committee shall appoint a locum 
tenens duly qualified under Rule 9, and shall provide for any 
expenditure that may be incurred on account of the pay of 
the medical officer while on leave, and the pay and qavelling 
allowances, if any, of his locum tenens. 

Rue 17 of the Dispensary rules is cancelled. (Vide 
Notification No. 3022Med1., dated the 21st July 1896.) 


Mervicat Srores. 


Rue 18.—The indents for medical stores for hospitals 
and dispensaries in Classes IT and [II must be drawn up 
by the Medical Officer of the institution and be checked and 
passed by the Civil Surgeon before the stores are purchased. 
Such institutions shall make their own arrangements for 
the supply of medicines and medical stores. Cinchona 
febrifuge and quinine can, however, at the option of the 
managing body, be obtained from the Government Quinologist 
direct on payment. 

Rvuie 19.—Medical stores will be supplied to State 
hospitals. and dispensaries from the Government Medical 
Store Department ; but the indent must be checked and 
countersigned by the Civil Surgeon, and the supply will 
ordinarily be confined to the articles specified in the list 

aes in Appendix B, Form XV. It will, however, be in 
the discretion of the Inspector-General of Civil Hospitals to 
sanction or disallow any demand. 

RvLe 20.—Medical stores to be supplied from the Medical 
Store Department must be indented for annually, and the 
annual indent must be submitted on the date fixed by the 
Civil Surgeon, to enable him to submit the combined indent 
for his district punctually on the date fixed by the Inspector- 
General of Civil Hospitals, Bengal. 


MayaGemEnt AND SuPERVISION. 

Rute 21.—The management of hospitals and dispensaries 
under these rules shall be vested as follows :— 

If the institution is in— 

(a) Class I—in such officer, person or persons as 

Government may direct. ot 
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(6) Class Il—in the local authority which provides 


the major portion of the funds from which 
the institution is maintained, or in d Managing 
Committee appointed by that authority. Such 
Managing Committee may include persons 
who are not members of the local authority. 
The members shall be notified by the Commis- 
sioner in the Calcutta Gazette, and the Com- 


mittee shall exercise in respect of the hospital _ 


or dispensary for which it is appointed such 
powers as may be delegated to it by the local 
authority. . 

(c) Class 11[—in a Manager or Managing Committee 
to be nominated by the supporters and ap- 
proved by the Commissioner of the Division ; 
provided that no Committee shall be appointed 
for any institation in this class, which receives 
no aid from Government or local funds, unless 
the proprietors or chief supporters apply for 
such appointment. Hs 

No medical officer and no employé of the dispensary 
shall be eligible for appointment as a member of the Dispenk 
sary Committee. 

Rvie 22.—In cases falling under (4) and (ce) of Rule 21, 
the local authority or the Managing Committee shall elect 
two of their number to be Chairman and Vice-Chairman 


respectively, and may also elect another of their number as. 


Secretary. 


Rutz 23.—The Managing Committeeshall meet at least : 


once a quarter, and shall scrutinize the acéounts and enquire 
into all matters affecting the welfare of the institution. The¥ 
shall examine and pass the monthly accounts, and shall kee} 
a minute-book in which their proceedings shall be me 


Route 24,—The Managing Committee shall be responsible 
for the management of the funds of the institution. It 
shall be their duty to see that the guaranteed and pro- 
mised subscriptions are regularly collected. After defraying 
the current axponete of the institution, the balance at the 
end of the mon 
interest realized by the Committee shall be deposited by 
them in the Post Office Savings Bank. When the amount 
at credit of the dispensary exceeds Rs. 200, the Comptroller- 


, if any, of the donations, subseriptions and 
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~ General should ordinarily be asked to invest the whole or a 

rt of it in Government securities. No other mode of 
investmente will be allowed without the previous sanction of 
Government. 


Rute 25.—The Secretary shall keep the accounts of all 
funded and other property belonging to the institution. 
He shall receive from the medical officer in charge a monthly 
account of the receipts and disbursements, and shall examine 
and countersign all the establishment pay and contingent 
bills of the institution. He shall, at the end of each month, 
prepare a statement of the accounts, which he shall submit 
to the Committee at their next meeting. A copy shall also 
be sent to the Superintendent. 


Rute 26.—In the case of institutions in Class II, all 
subscriptions, donations, and the interest on endowments 
shall be credited to the local fund, but a separate account of 
dispensary receipts and expenditure shall be kept. The en- 
dowments and subsequent investments, which must be made 
in Government securities, shall be held in the custody of 
thé Comptroller-General apart from the assets of the local 
fund.» Small sums available for investment should be placed 
in the Government Savings Bank. The securities must not 
be sold, and these invested funds must not be appropriated 
or used in any way without the sanction of Government. 


Ruxe 27.—The Civil Surgeon shall be the Superintendent. 
of every hospital and dispensary in his district which is 
classified caciee these rules, and shall exercise complete 
professional control over the medical officer in immediate 
charge. 

Rutt 28.—The Superintendent shall serutinize the ex- 
ptnditure and accounts of every hospital and dispensary in 
his district, and shall call the attention of the managing 
body to any irregularity or other circumstance which, in his 
opinion, deserves notice. The managing body shall be bound 
to consider any communication from the Superintendent, to 
afford him full information as to the conduct of the medical 
officer in charge and all other matters affecting the welfare of 
the sick and the management of the institution. In all pro- 
fessional matters the decision of the Superintendent will be 
final ; but if any difference of opinion arises between him and 
the managing body regarding any non-professional matter 
affecting the management of the institution, a reference 









must be n the Inspector-General of Civil Hospitals 
or to Government for a decision. | ° 
. * Roux 29-—The Superintendent shail visit each dispen- 
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sary in his district not less than four times annually, except 


by special dispensation from the Inspector-General of Civil 
Hospitals, and shall prepare and submit promptly to the 
Inspector-General of Civil Hospitals inspection reports in 
Form XXVI given in Appendix D. 

Rute 30.—The Superintendent shall furnish an annual. 
report of the working of the hospitals and dispensaries in 
his district to the Tesbaton: Genel of Civil Hospitals, 
according to the scheme given in Appendix C, and annual 
returns in accordance with the forms annexed. 

Rute 31.—The Managing Commiitee of every hospital 
or dispensary shall cause to be kept at the institution— 

(a) a record of the work done, showing day by day 
the number of patients treated, the affections 
for which they were treated, and in important 
cases some account of the symptoms, the.treat- 
ment, progress, and the result ; 

(b) a record of the accounts of the institution. 

These shall be written up daily by the medical officer in 
charge, and shall be open at all times to the inspection of 
inspecting officers. 

The medical officer shall write up all other books and 
records prescribed under these rules, and in any case in which 
this is not done, the reasons should be stated in the inspection 
report of the Superintendent. 

Rug 32.—An extract from the proceedings of each meet- 
ing of the Managing Committee and of the local authority, 
so far as they relate to hospitals and dispensaries, shall Be 
promptly forwarded to the Superintendent, who may, if he 
thinks fit, and shall, if the Managing Committee so desire, 
submit it with his remarks to the Inspector-General of Civil 
Hospitals. 

Roux 33.—A Visitors’ book shall be kept in every hospital 
and dispensary, in which will be recorded the remarks of 
visitors. A copy of these remarks shall be forwarded, on ~ 
the day of entry, to’the Superintendent, who will, if neces- 
sary, transmit it with his remarks to the Inspector-General 
or Civil Hospitals within three days of its receipt in his 
office. 
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Rure 34.—The medical officer in charge of a hospital — 
or dispensary is responsible for the proper treatment of the © 
sick, and this duty shall not on any account be delegated to — 
a subordinate ; he is also responsible for all matters connect- 


ed with the comfort and well-being of the wume: and for 
the proper working of the dispensary establishment. t 


~ Rute 385.-—-The Managing Committee shall _ prescribe 
_ the hours of attendance (which shall not be less than four 
hours in the morning and two hours in the afternoon) within 
which the medical officer must be present at the dispensary. 
He must also give attention to urgent cases at other hours. 

The hours of attendance shall be clearly stated in a 
notice posted in some conspicuous part of the dispensary. 

Rute 36.—Any person attending at a charitable dispen- 
sary is entitled to receive advice snd medicines free of 
charge ; but the medical officer should impress upon any 
person who is not poor the duty of subscribing to the dis- 
pensary or paying for the medicines supplied to him, and 
should bring to the notice of the Committee any cases in 
which the privilege is abused. 

Rute 37.—No medicines shall be issued from the dis- 
pensary stock to any one who does not receive treatment at 
the dispensary either as an in-door or out-door patient. 


Ru.E 38.—Where special accommodation has been pro- 
vided for paying patients, fees may be levied according to a 
scale previously sanctioned in that behalf by the Managing 
Committee. 

Rute 39.—The medical officer in charge of a dispensary 
ha the privilege of engaging in private practice, provided 
it does not interfere with his attendance at the dispensary 
during the hours prescribed in Rule 35, or in any other way 
with his dispensary work. 

Rute 40.—* No medical officer in charge of a hospital or 
dispensary, or any compounder, dresser, or other servant of 
such institution, shall have any interest in a private dispensary 

‘or druggist’s shop. In places where yor, is no approved 
druggist’s shop or private dispensary, a medical officer may, 
the consent of the Civil Surgeon and the Managing 
Committee, keep a private supply of medicine for the use of 
his private patients.” _ 
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- Rote 41.—Civil Hospital Assistants’ in charge of chari- 
table hospitals and dispensaries are entitled ‘to free quarters 
or to house-rent in lieu thereof, and quarters «should, as a 

rule, be provided for them near the hospital or dispensary. 
Where quarters are provided, the Civil Hospital Assistant 
must live in them, but where this is not the case, he will be 
granted house-rent at the rate of Rs. 5 per mensem. The 
obligation to provide quarters or to pay house-rent will be 
met in each case by the authority responsible for the main- 
tenance and management of the institution, that is to say, in - 
the case of institutions in Class I by Government; in the 
ease of institutions in Class IL from local funds, and‘in the 
case of those in Class III by the owners or Managing Com- 
mittees. Before granting an allowance in lieu of quarters, 
the authority concerned must satisfy itself that the quarters 
occupied by the Civil Hospital Assistant are within a con- 
venient distance of the dispensary. If quarters are not 
available near the dispensary, it will be the daty of the 
authority to build suitable quarters without avoidable delay. 

Rute 42.—In dispensaries in which there are-‘house- 
patients, a bed-head ticket in the prescribed form shall be 
hung over the bed of each in-patient. 

Rute 43.— Medicines and instruments shall be kept under 
lock and key, except small quantities of the articles in daily 
use during the attendance of patients. 

Rue 44.—Poisons must be kept under separate lock and 
key. 

Rute 45.—No building for the location of a dispen- . 
sary or hospital in Classes IL and ILI, and no extension of 
such building, shall be constructed by the local authority or 
manager until the plan of such building or extension shall 
have been approved by the Civil Surgeon. If in-patients 
are to be accommodated, each patient should have at lest 
60 superficial and 810 cubic feet of space, and the beds 
should be so placed that the patients will not be obliged to 
sleep in a deangbt of, air, Plans and estimates of dispen- 
saries in Class | must be approved by the Inspector-General 
of Civil Hospitals, Bengal. 

Ruit 46.-—In the case of institutions in Class IL or 
Class III, repairs to the dispensary buildings shall be 
executed by, and be chargeable to, the local authority or 
Managing Committee as the case may be. 
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Rutr 47.—Menial servants will be appointed’ anil -dis- 
charged by the Managing Committee of‘ the iustitution. 
Compounders und dressers will also be appointed and be 
liable to removal by the Managing Committee subject to the 
approval of the Superintendent, 


Rute 47A.—All compounders appointed to dispensaries 
in Classes I and IL after the Ist April 1897 must hold certifi- 
cates under the rules for the grant of certificates to com- 
pounders under section 252 of the Bengal Municipal Act, 
ILI of 1884, and section 368 of the Calcutta Municipal 
Consolidation Act, LI of 1888, and will draw pay at the rate 
of Rs. 10, rising by biennial increments of Re. 1 to Rs. 15. 
Compounders already employed in such dispensaries will be 
entitled to draw pay at the above rate on obtaining such 
certificates (ride Notification No. 4841 Med., dated the 15th 
December 1896). 

Rue 48.—Dispensary servants must not be employed 
in the private service of the medical officer. 


7) ye 


Roxx 49.—The employment of apprentices is prohibited, 
except in hospitals and dispensaries, the Superintendents of 
which are authorised by the Inspector-General of Civil 
Hospitals, Bengal, to receive and train candidates for the 
compounder class (vide Notification No. 4841Med., dated 
the Lith December 1896). 


Reutw 50.—Articles of clothing which are not infected, 
and other moveable property belonging to deceased house- 
patients, should be sent through the police to the local Mun- 
sit or District Judge for disposal under the provisions 
of Regulation V of 1799. 


° Books anp Forms. 


Rute 51.—The following books and forms are required 
to be kept up by the medical officer at hospitals and dispen- 
saries brought under these rules (see Appendix B.) :— 

1. Diary and register of in-door pagients (Form L.) 

2. Register of operations (orm II). 

8. Bed-head ticket (Form ITI). 

This should be written up daily and be filed so as to 
preserve a concise history ot the case and treatment. It is 
advisable also to keep a case-book for recording all special 
or important cases. 
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4. Register of out-patients (Form IV). _ 

5, Ticket for out-door patients (Form V). 

6. A book of copies of certificates given ins police and 
medico-legal cases (Form V1). 

7. A blank book for record of post mortem examina- 
tions, medico-legal or otherwise, and for keeping detailed 
records of wounds or other police cases. Instead of a book 
being kept up, a copy of Form VII, which is to be used 
when despatching viscera to the Chemical Examiner, may 
be filed asa record of medico-legal post mortem examinations. 

8. Monthly return. of in and out-patients (Form VIII). 
This should be prepared and submitted to the Civil Surgeon 
soon after the close of the month, and a copy should be kept 
in a book for the more easy and accurate preparation of 
the annual return. 

9. Monthly bill in detail of establishment, diet, and 
contingencies (Form IX). These are to be prepared by the 
medical officer in charge and sent for examination, counter- 
signature, and payment to the Secretary or Managers. In all 
cases in which there is expenditure for establishment, diet, 
or any other charge to be paid by Government, the bills of 
such expenditure are to be kept separate from the private 
accounts of the charity. 

10. A bill-book for copies of all the dispensary bills. 

11. A daily account or cash-book showing actual receipts 
and expenditure in detail. This is to be kept by the medical 
officer, and the account totalled up at the end of each 
month. 

12. A diet book in Form X. This is required only in: 
dispensaries in which there are in-patients. 

13. Monthly return of medical subordinates and hospi- 
tal servants, including acquittance-roll (Form XI). This is 
to be sent monthly to the Superintendent. 

14. A stock ledger of medicines (Form XII), 

15. Annual indent for European medicines and instru- 
ments (Form XIIL). This is to be submitted to the Civil 
Surgeon in printed form and in duplicate. 

16. Emergent indent for European medicines and in- 
struments (Form XIV). This is to be submitted to the Civil 
Surgeon in printed form and in duplicate. 

' 17. Form XV_ shows a list of medicines that may 
ordinarily be indented for from the Government Medical 
Store. 
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18. Form XVI shows’a list of the principal articles of 
the materia medica which are procurable in bazars. 

19. Anitual indent for Forms (Form XVII). 

20. Annual returns (Form XVIII). These should be 
sent in the printed form and in duplicate, in the first 
week of January, to the Civil Surgeon for cheek and for 
the transmission of one of the copies to the Inspector-Gene- 
ral of Civil Hospitals not later than the 10th January. 

21. Operations are to be entered in the annual return in 
accordance with the classification given in list XIX, 

22. <A season monthly register of vaccination for use 
in dispensaries to, which vaccinators are attached (Form 
XX). This form can be obtained from the Superintendent, 
to whom a eopy duly filled up should be submitted every 
month for incorporation in his monthly return to be submitted 
to the Sanitary Commissioner. 

23. Annual report of vaccination. This is to be 
submitted to the Superintendent in Form XXI for incor- 
poration in his general report to be sent to the Sanitary 
Commissioner. 

24. A visitors’ book. For this a simple blank book 
will suffice. 

25. A-blank book for copies of all letters and circulars 
received. 

26. A blank book for copying all letters despatched. 

27. A book-cover for filing all circulars and other 
letters, 

Rutx 52.—The following books and forms are required 
to be kept up by the Secretary or Managers (see Appendix 
C.):— 

1. A monthly statement of accounts (Form XXII) to 
be submitted vy the Secretary or Managers monthly to the 
Superintendent. A copy of the same should also be laid 
before the managing body at their monthly meetings, and 
another copy should be sent to the Magistrate. 

2. An annual return of accounts: in the same form 
should be submitted to the Superintendent for his information 
in the first week of January. 

8. A subscription and donation book (Form XXIII). 

4. A dispensary property book. 

5. A committee book for recording the proceedings of 
each meeting of the managing body. 


3f0 Certificates of Compounders. 


Rute 53.—The following reports and returns are re- 
i to be submitted by the Superintendent (see Appendix 

ji 

1. Annual return of Government Assistant-Surgeons 
and Civil Hospital Assistants (Form XXIV). 

2. Annual confidential report of Government Assistant- 
Surgeons and Civil Hospital Assistants (Form RAN: 

3. Inspection report of a dispensary (Form XXV1). 

4. Annual report on the working of a dispensary * 
(Form XXVID). 


RULES FOR THE GRANT OF CERTIFICATES TO 
COMPOUNDERS. 


No. 4042 Medl.—The 2nd November 1896.—In exercise 
of the powers conferred by section 252 of the Bengal Muni- 
eipal Act (IH of 1884), and section 368 of the Caleutta 
Municipal Consolidation Act (II of 1888), respectively, the 
Lientenant-Governor is pleased to make the following rules 
for the grant of certificates to compounders :— 


1. The word “drugs,” as used in these rules, has the 
Re same meaning as in section 252 of the 
ge ay said Bengal Municipal Act, or section 
: 368 of the said Calcutta Municipal Con- 
solidation Act, as the case may be. 
2. A certificate may be granted to any person who— 
; ‘@) has passed the first M. B. or 
Peabo nrg - first’ L. M. 8. Examination of 
out examination. the Calentta® University, or 
(6) has passed the Calcutta Medical College Examiga- 
tion for Military Medical pupils, or 
(c) has passed the Military Medical Examination for 
hospital apprentices, or the Military Medical 
Examination for hospital assistants, or 
(d) possesses a license, granted by any Government 
Vernacular Medical School, to practise medi- 
cine, or 4 
(e) possesses a certificute, license or diploma granted 


b hos axe 

(¢) any Medical School, College, Corporation, 
University or Pharmaceutical Society in 
Great Britain, Ireland or any British Posses- 


